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Rule #1

Never
Delete

Any File
You Didn’t
Create!!
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The ability to manage windows
on the desktop makes the differ-
ence between an organized ap-
proach to computing and a mess
of disorganized files and folders in
which you can’t find anything!

Windows Explorer allows you
to view the contents of your com-
puter. In part one you will learn how
to use the Windows Explorer
application, how to find files and

folders, and how to
organize your
marterial.   You will
learn the elements of
Windows Explorer
and how to display
the contents in the
way that best suits
you.  In part two of
this class you will
learn to move, copy,

and delete files in an
easy, organized
way that allows you
to maintain the
contents of your
computer.  You will
also learn various
ways to view your
files and folders in a
way the will provide
you with needed
information at a
glance.

Opening Windows Explorer
1 Hold down the Windows Logo

Key and the E,
2 Right click on the Start Button on

the left of the Task Bar, in the
Dialog Window that opens select
Explore,

3 Click on Start Button, click on
Program, click on Accessories,
double-click on Windows Ex-
plorer, and

4 Double-click on My Computer,
select the Folders button.
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The layout for the Windows

Explorer application is basically the
same as most applications you’ve
already looked at.  The Title Bar is
above the Dropdown Menu Bar,
which is above the Standard
Buttons Bar and the Address Bar
closes the top header of the
application.

The main window includes two
“panes” - The left pane is the
Folders pane, the right pane is the
Contents pane.  In the Folders
Pane all the File folders and Drives
are shown in a “tree” format. When
you select a file or drive, the
contents appears in the Contents
pane on the right.

In the Folders pane the Drives
and Folders are layed out in a
heirarchical format - each level is
marked with a dotted line. Folders
with plus (+) signs contain more
folders, those with a minus (-) sign
are extended out as far as they will
go.

DROP DOWN MENUS
File

New ________________________
Create Shortcut ______________
Delete ______________________
Rename ____________________
Properties ___________________
Start Menu ___________________
Close_______________________
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Edit

Undo _______________________
Cut ________________________
Copy _______________________
Paste_______________________
Paste Shortcut _______________
Select All ____________________
Invert Selection _______________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
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View
Toolbars ____________________
Status Bar ___________________
Explorer Bar _________________
Thumbnails __________________
Tiles ________________________
Icons _______________________

Lists _______________________
Details ______________________
Arrange Icons by ______________
   Name _____________________
   Size ______________________
   Type ______________________
   Modified ___________________

   Show in Groups __
   Auto Arrange _____
   Align to Grid ______
Choose Details ____
Customize this Folder
Go To ____________
Refresh __________

___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
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Tools
Map Network Drive ___________________________________
Disconnect Network Drive _____________________________
Synchronize ________________________________________
Folder Options ______________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Favorites
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
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Help
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________
_____________________________________________

Address Menu
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
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Back Button
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________

Forward Button
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
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Up Folder Button
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________

Search Button
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
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Folder Options Button
_________________________________
_________________________________
_________________________________
_________________________________
_________________________________


